Date: [Insert Date]

[Recipient's Name]
[Recipient's Title]
[Company's Name]
[Company's Address]
[City, State, ZIP Code]

Dear [Recipient's Name],

I am writing to enthusiastically endorse my friend, [Friend's Name], for the [Job Title] position at
[Company's Name]. | have had the pleasure of knowing [Friend's Name] for [number] years,
during which time we have collaborated on several projects and have developed a strong
professional relationship.

[Friend's Name] possesses a remarkable skill set that aligns perfectly with the demands of the
[Job Title] role. Their expertise in [specific skill or experience] coupled with their exceptional
[attribute, e.g., leadership, communication] skills makes them an ideal candidate. | have
witnessed firsthand how [Friend's Name] approaches challenges with dedication and creativity,
consistently delivering outstanding results.

In addition to their professional capabilities, [Friend's Name] is a person of great integrity and
work ethic. They are not only reliable but also a great team player who fosters a collaborative
environment.

| am confident that [Friend's Name] will be a valuable asset to your team and contribute
significantly to [Company's Name]. Please feel free to contact me at [Your Phone Number] or
[Your Email] if you have any questions or require further information.

Thank you for considering this endorsement.
Sincerely,

[Your Name]

[Your Title]

[Your Company]
[Your Phone Number]
[Your Email]



